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How to enable BCC (blind carbon copy):
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Choose the “Options” tab, and click the BCC button. The BCC section should automatically
appear in the new e-mail.
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Creating a Signature for your e-mail:

Create a new e-mail and click the “Signature” button, choose the “signatures” option from the

drop-down list.

- @

In order to have a signature for both emails, you must make sure that the “New Messages” and
“Replies Forward” options do not show none. Click the drop down box and choose your

signature.

Signatures and Stationery

(0 [

E-mail Signature | Personal Stationery

Select signature to edit

Delete ] [ Mew ]

Edit signature

Georgia |z| 14E B I U Automatic

Choose default signature

E-mail account: carrie_lynn@health-partners.org

MNew messages: {none)

Repliesforwards: {none)

Carrie Lynn

= &

|8=] Business Card

a

Carrie Lynn

Mercy College

2221 Madison Ave.
Toledo, OH 43604
Phone: 419-251-1802
Fax: 419-251-1462
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Changing Stationary Options:

If you would like to change the stationary to a “themed stationary”, choose the “Personal
Stationary” tab.
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Deleting Emails:

Just a reminder: To delete emails all at once, highlight the first email and scroll to the bottom
of the page. Hold down the shift key and click the last email, right click and choose delete.
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To delete emails at once, but not every email in the inbox, click the first email to highlight it.
Hold down the CTRL key and click the next email, do this until the non-consecutive emails
are all highlighted. Right click and choose the delete option.
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Setting an Out-Of-Office Email:

Click the File tab, and choose the “Automatic Replies” button.
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Click the “Send Automatic Replies”, Check the box “Only send during this time range” and
choose the dates that you will be out of the office. Type your out of office message. Highlight
whole message and copy it (CTRL + C), click the “Outside my Organization” tab and paste the

text into the box (CTRL + V). Click OK.
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This out of office automatic reply only works for the mercy.com email. To set the out of office

message for the mercycollege.edu email, you will need to log in via the web.
http://mail.mercycollege.edu/iclient

N
MercyCollege

Email Site

Email Address
|
Pesewerd:

Language

Erglich (United Stotes) v
Use Lite Web Client
Remember My Email Address
Remember My Password

Automatically Login On The Next Vieit

Click the Action button; choose the Manage Away Message option.

I Action Compose o, Melp | Logout
te ) v § tose

A " IPSWITCH
[ — 2249 IMail Server
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http://mail.mercycollege.edu/iclient

Click the Enable box and type your out of office message, then click save. When you come

back to the office, follow the same steps (Uncheck the enable box and save).

» Action Compore o Melp | Legout
& camie yrm@mercycollege ed

LiSave

mail (15)
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Adding a picture to your email (mercy.com email only):

You must do this via webmail https://outlook.com/health-partners.org. Log in with your

credentials (name and password that you log onto the computer with).

sts. health-partners.org

Click the icon at the right side of the screen, choose the “change” link located where the picture
will be displayed. Click the choose photo button, locate a picture from your computer and click
open. Your picture will display, then click the save link. It is urged to use the photo from the
directory on the college website.
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Using the Outlook Address Books:

Create a new email and click the “Address Book™ button.
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Note: If sending an email from the mercy.com address, the default address book is the “Offline

Global Address List”

If send an email from the mercycollege.edu address, you must click the drop down box and
choose the “Offline Global Address List”.
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Carrie Lynn

Mercy College

2221 Madison Ave.
Toledo, OH 43604
Phone: 419-251-1802
Fax: 419-251-1462

"There is a sacredness in tears, They
messengers of overwhelming grief...

g;‘l r"‘,. u % - ¥ Fobow Up *
— ’/ ‘, T mgh ingartance
F i Ad%en hedh tah ANMN Signature
Bock  Mame Filt  Rem § lowirpartasce
g -
Select Names: Offfine Globel Address List =)
Searchc & harw oy Vore cokares Address Book
Offine Gobs Address Lst ‘:M-:_'yﬂ‘aﬂ:sa Adwarced Find
e _ynnGheath pariners. og ’
haree Tide Contacts poaten
Sugesied Contacts

Contaxcts Mcbie) [F==—

5 #3600k 5. ted Contacts PMoble)

. #A1 Telemetry Staff Offie Gl ASchess Lat

ACHOMD Gobal Address Lst
::M’.l-l Schedek Al Address Usw
Al Contacrs

@ eACL-Comtralintakel ax-tdit. Al Destybution Lsts

B #ADD_Busld A Roors ‘

E BAdmunstrative Feflows. Al Lsers

5L #Admutting M t- Mo Offire Gebal Address List

E #advanced Cardilogy Group

@ Mo Medical Center

G #Asalysts

B 3Asalyst-Team

To-» [

Lo
fee >

}Ln ten thousand tongues. They are

13| Page




o TN
o-\ Outlook
J ,i

Calendar Basics

111111



Granting Access to Your Outlook Calendar:

Granting Access to a calendar (supervisors will use this often).

Click the Calendar tab (located at the bottom left side of the screen).
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Click the folder tab, and choose the “Calendar Permissions” button.
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In the Calendar Properties box, click the add button. Find the person that you want to give
access to and double click their name, then click OK.
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Highlight that person’s name and choose their permission level, their access to reading, writing,
and deleting items on your calendar.
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Sharing a Calendar without Granting Access to the Calendar:

This option lets someone see what your schedule/calendar looks like, they do not have access to
add or delete any items.

Click the Folder tab and choose the “Share Calendar” button.
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Click the “To” button and locate the person’s name that you are going to share the calendar
with. Double click their name and click OK.
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Click the drop down box in the “Details” field; this lets you set the person’s access to your
calendar. There are three options: They can see your availability only, limited details — items on
your calendar will not have details, it will just say “Busy”, or full details — this shows meetings,

vacations, etc.

fom nd ! Recen . New 1 romml Sean
e 2 Copy Calend 1iay Ul Lo <l
3 = ~ 2=
) hare Oper Calendar  Calen
,,,,,,,, alendar Calendal =  Permiisions Prc
" e - - ~
: - 5 4 d9 ‘ Shanng invitations Lyee, Carmie & - Calerdisr - Share =1 i
October 201 »
SuMs T Th F Sa 1 Te Q Lod
s M1 2 3 o - -_— 7
$ 67T R OWL s &5 ;j -
12 13 14 18[16)17 12 ' : L Migh Inportant ’
9 3 wite E hee
102021 223 M 38 - Pt Biooi w I
X0 nmm»0n 1t
atie_re@nestth.gartnert. org
47| My Catenvaiany Zorvos, Jna i
/| Colengar
Shanng inekation: Lynn, Cartie A - Calwndiar
Shared Calendans
> Request permsioen 10 wew recpient ¢ Calendar
Otier Calendar
. Allow recipient 1o view your Calendar
Roow
Deta
" Tertatre Out "
™ Lynn. Cante A - Calendar
= Muroroft Bxchange Calendar l
-

18| Page




Using the Scheduling Assistant:

Click the “New Meeting” button.
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Enter the names of the people participating in the meeting, and click the “Scheduling Assistant”
button.

festing | Insert Format Text Revies o @
2 Calendar e < sram e e 5 - - 1 - ) Private
> 1| | &5 g 8 & L] Eees mow 'S, P P
% Farwad k! Np— - - ! pagh iepoance
Delete ™ > Appontment Scheduling Cnine Cancel Address Oheck Re
OneNgte

& Reminder 15 mnutes « Recumrence Time Room  Categorize
Aschitan Merling bwilatben Boot v

Names Opbions Zonss Findes $§ lowimportance

Ts
© Inetation have nat been jent for tf Sheduding Avustast

cheduleng page, in
2 can waew free/bury Himey

From = 2evie_ymnGn

I Hogoe, veaty 10 PR F0UTNG the bestime faf  gagny g 4tz Erercy com]; Crigessarth, Lori 7 lon [doeworth@mercy com); |
Sena the meeting
Sutyecs
Locabam Rooms
Start time Thu 101672014 + 300 AM All day evert
rnd trve Thu 1016/2004 330 AM
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The Scheduling Assistant Screen is listed below. The blue boxes/bars are busy times for the
meeting attendees. Find a ““clear” spot and click that area, a column will appear. The green (left
side of the column is the start time), drag the red part of the column to end time of the meeting.

Fil rleeling Inseit Fesmat Test Rwigw o ig
il Catendar " -y L ) ok gy ;}5, = , ~ - & Provate
3 . = = 2 [ Shaw A5 [ Busy
X % Forward - = =) ¥ - L - = High Irgartance
Delete Apprentmen |[Schediyling Onkne Cancel Addrews Chedk Rerpente | & Aeminder 15 minolés - Aecurence Time |Aoom || Cebegorioe
Nl Onehiste Ascktant Lhsgting nwilabeyn Book  Mame:s Opbeans = Zones |Finder " & Low Impoitance
Ak ; miing keebing Attendes Tag faam
Room Finder - K
[ p— I00% - Viedeesday, Ociober 15, Mdd Trasrday, Ociober 14, 514
8:00 L5 ] 10400 10 1300 1400 00 100 = =00 00 1030 102 10 1400 i COclober, 7014 B
B anattendess G s Tu Wa Th Fr Sa
W O Lo Care A B i 3 5 4
& @ bomge, Hesther M heafrer | Y S —— | 5678 3W@n
¥ @ ishibr, g e scod _—— B uous@Eos
il N Edoewerth, Lo 2 i Edoer "o et 5 = 2 [ L2 39124 B
1 0 0 I M m®¥»n
Gaad Far [ Poee

Chadase s avslabie roam

Hang

suggested times

Once you have chosen the date and time of the meeting, click the “Appointment” button to get
back to the previous screen (located next to the Scheduling Assistant button in the top toolbar).

B | | All Attendees
) Lynn, Carrie A
& Hoppe, Heather M (heather |
& Schultz, Regina (regina schul
) Edgeworth, Lori Z {Lori Edgel

Leadership (]

Orientation Commit|

4 im

Add Attendees...

Options =

Start time: | Mon 10/27/2014 7 |11:UU AM -

Add Rooms... End time: |Mon 10/27/2014 - |1:nn PM -

]

File Meeting Insert Format Text Review & 0
3] calend e - D I Privat
o Wamneer mm LD (R R O @eesm - O @ & prvae
E.;FO"WE’U - 8 - ? High Importance
Delete Appointment |Scheduling Online Cancel Address Check Response i Reminder 15 minutes - Recurrence Time |Room | Categorize Zoom
@O”EN‘“E Assistant Meeting Invitation Book Mames Options~ Zones | Finder - 4 LowImportance
Acdtions Show Online Meeting Attendees Options Fl Tags Zoom
Room Finder v X
1= send ] - Monday, October 27, 2014 Tuesday, October 28, 2014
3:00 4:.00 800 9:00 10:00 11:00 12:00 1:00 2:00 3:00 4:.00 800 9:00 10:00 110

[ - weeksy Meeting

| | Busy % Tentative W Outof Office [N Mo Information

[” Outside of waorking hours

4  October, 2014 }

S5u Mo Tu We Th Fr Sa
12 3 4
5 6 7 &8 9 10 11
12 13 14 15 [16]17 18
19 20 21 22 23 24 25
% 27 B B 30 3

I:l Good I:l Fair

Choose an available room:

. Foor

Mone

Suggested times:

»

8:00 AM - 10:00 AM
Mo conflicts

11:00 AM - 1:00 PM
Mo conflicts

11:30 AM - 1:30 PM
Mo conflicts

12:00 PM - 2:00 PM
Mo conflicts

m

12:30 PM - 2:30 PM
Mo conflicts

1:00 PM - 3:00 PM
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Type any details or important information about the meeting (i.e. Lunch meeting — bring your
lunch) in the white space under the time and date. Once you are finished click the send button.
This will send meeting requests to all attendees, they will respond with accept or decline and
you will receive an email from that attendee.

- Ehcamnn A | = " g @ howiis [ B S QR W o
x & Forward . - : A= Y . e L A= ﬂ - B 1 jghimpartance ¥
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D vt b & bbr 0t
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F g Nh-pi [']
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it
2k Rooms.
5 Mes 10,27/ 3014 1:00 day
d kioe 10027 /014 A
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Creating “Rules” in your Email:

How to automatically send unwanted email to your junk folder

Home Send / Receive Folder View McAfee E-mail Scan
1 ; l ] 2 = [= L A < Find a Contact ~ =
= gnore x Y D 73 P Mecting | <3 Movetei? 3 To Manager _L \; N Q v ind a Conta =%
%5 Clean Up ~ - 33 Team E-mail (=4 Reply & Delete — iﬁJ [} Address Book
New  New Delete | Reply Reply Forward &y More B Move Rules OneNote Unread/ Follow Send/Receive
E-mail Ttems~ | & Junk - All ¥ Create New - - Read Up~ | W Filter E-mail > | " Al Folders
New Delete Respond Quick Steps Move Tags Find Send/Receive
> Favorites 9
Search Inbox (Cirl+E)
4 carrie_lynn@health-partners.org ! 1|8 || From Subject Received Size s
> [ Inbox
(7| Drafts 4 Date: Today L
[ senttems 5
&) Deleted Items = E 10/14/2014 2... 40 KB
=] E 10/14/2014 2... 41 KB
C tion Hist,
'1‘3 R = 10/14/2014 1... 81 KB
a- ]
55 Outbox = E 10/14/2014 1... 81 KB
L) RSS Subscriptions 4 UE 10/14/2014 1.. 1 MB
>0 Search Folders 4 WE 10/14/2014 1... 1 MB
4 carrie.lynn@mercycollege.edu Ea b 10/14/2014 1... 17 KB
3 inbex =3 J 10/14/2014 1... 4 KB
[ sent (=) S 10/14/2014 8... 16 KB
> (3] Deleted Items
[ Junk E-mail [18] “ Date:
L@ search Folders (=) s 10/13/2014 ... 9 KB
[3 sentltems =] s 10/13/2014 ... 4KB
3 J 10/13/2014 ... 3KB
B 10/13/2014 ... 4 KB
=] B 10/13/2014 ... 12 KB
= E 10/13/2014 ... 12 KB
=] I 10/13/2014 ... 5KB
4 Date:
=] B 0/11/2014 7:... 5 KB
4 0L 0/10/2014 3:... 453 KB
4 01 0/10/2014 1 MB
4 01 0/10/2014 72 KB
4 0L 0/10/2014 2:... 1 MB
=] E 0/10/2014 1:... 11 KB
=] E 0/10/20141:... 11 KB

Highlight the unwanted email; choose the “Rules” button in the toolbar.

Send / Recewn L4 o . Meifor E ol Soan
3 Whigowre . o ™ . N9
% Oen x $ W@ 5@ M e Deiets B 53 Asdress Bosk
e Wew x Delsts  Reg Renly B Mave | Bules | Onehiate v
e & o " eate how - p & Fiter Ereat)
Ferdente \ _: eatle .
4 came_ymn@hasith-padner org ' A 9 From Subject IS Munege S & Aimt Size
A Dhave- Teodas:
: 113 2
Choose the option “Always Move Messages From ......”.
" 3 1 LS S R L I U e v LR Ll TIOTE T U I8, 301517 1T D
Search Fobten )| Fuales and Merts o Tue 10/14/2014 1... 1 MB v
@ camie ymn Deaccpolege sdy » ) o i 0 Tue 10/14/20141.. 17 KB o
| bbea * 2 urk Emad 3 e Tue 10/14/2014 1.. 4 KB H
3 Sern - ! o] Netes ghings from getting t... Tue 10/14/20148... 16 KB =
(& Oreioted Rem Conond ;
“ Date: wrptans £
@ Mr Tmad 2 salgse Novee
2 Seecch Fakdens - ! Ll Suggested Coreacts ghings from getting t... Mon 10/13/2014 .. OKB
3 Sert tams 3 ) o) Tasks Mon 10/13/2014 ... 4KB
* [ camesmnBmencycoliage ede g
- N | Iebox Mon 10/13/2014 .. 3KB
-4 i 3 Semt Mon 10/13/2014 . 4 KB
4 i @ Duleted Herme Mon 10/13/2014 ... 12KB
3 1 o Jenk £l (1 Mon 10/13/2014 .. 12KB
4 1 2 Sent ems ; Mon 10/13/2014 ... 5KB
* Date

Choose the “Junk E-mail” option and click the OK button.
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Creating Folders in Outlook:

Click the Folder tab in the toolbar and click the “New Folder” button.

File Home Send / Receive Folder View McAfee E-mail Scan [ o
s [y Copy Folder ¥ % hY 3 e Br J % :m
e e S B R e & d @ F
New New Search e Mark All Run Rules Clean Up Delete Recaver Show in | AutoArchive Folder Falder
Folder Folder as Read Mow Folder~  All  Deleted Items | Favorites Settings  Permissions Properties
Hew Clean Up Favorites Properties
* Favorit <
averites Search Inbox (Ctrl=E) e @
4 carrie_lynn@health-partners.arg !|%| 09| From Subject Received Size Categories |
L] Inbox = E
L) Dratts 4 Date: Todav 5
[ sent Items s
> (& Deleted Items m11/3/201.. 17 KB E
m11/3/201... 17 KB =
L3 Conversation History &
mil 201... 40 KB
[ig Junk Email 13/ 4 g
= m1i1/3/201... 40 KB H
| Outbox 2
L[ RsS Subscriptions =4 Be mi1/3/201... 38KB E
- g search Folders t HOEC m11/3/201... 85 KB z
~ 5
4 carrie.lynn@mercycollege.edu Ha Be mi1/3/201.. 34 KB =
B2 nbox & Be m11/3/201... 32 KB
3 sent % Be m11/3/201... 20 KB ¥
> @ Deleted Items E
y g
(@ Junk E-mail [10] # Date: A
L@ Search Falders (4 M nii/2/201... 49 KB E'
[ SentItems -3
4 Date: ]
o
e T S TR en Mokdee E.nai SGn = ©
2 Copy Foige | X .
y =% PO A
Mark &1 Bum Rules Oean Up Delete Recover Shown Ay
as Read MNow Folger « Al Deleted tems  Favorites
Favorte ¢
e <
 carre_ynn@hestn-paners.om 1 /0 # From Subject Received Size Categories - 0
i wbor 4
2 Dratty ¢ Da ¥
3 Sent temn > Mon 11/3/201... 17KB i
(3 Deeted Rems -4 ‘3" reiSen 3
) ] Mon11/3/201.. 17 KB >
P ) . .:,:.m pa . Mon 11/3/201... 40 KB 3
i WRE r N Y - H
& Outbos - Create New Folder —r Mon ““3" 20149 R_B 3
£3 RS Satictiption 3 Mon 11/3/201.. 38 KB ;
2 Search F o Mon 11/3/201.. 85 KB i
4 carre hynn@mersycolege.edu - Mon11/3/201.. 34 KB |
b - Folder contans: Mon 11/3/201.. 32KB
3 sert Y Mo and Pest [heve e Mon 11/3/201,.. 20 KB v
\of Oeteted Rems Select where 1o place the folder: 3
& Jonk E-mall 10 ‘ Da 4 |51 came_lyrn@health-partaers.oeg 3
2 Search Folsers i 3 oo Sun11/2/201.. 49KB i
3 Sent e 2 Deafts L]
* Da =3 Sert Rems 3
‘s Deleted Nerm o - 8
> % Calend Fri10/31/201... 190 KB o
eat) Cabendar % 3 o &
: &4 Contacty week ﬁ? 10/31/201.. 28 KB £
2 B Convenetion Hishory Fri10/31/201.. 26 KB g
* 8 loums % Fri10/31/201... 26 KB H
3 ik Eenail | Fri10/31/201... 43 KB L
& o Cancel Fri10/31/201... 20KB
-~ — — Fri1o/31/201... 38KB

Your new folder will appear to the left of the screen. DO NOT CREATE FOLDERS IN THE
MERCYCOLLEGE.EDU INBOX. There is not enough space, move all folders up to the

mercy.com inbox (Shown below).
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Moving a folder to the mercy.com inbox

Click the folder once to highlight it, drag and drop the folder to the new location.
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Creating a Group in Outlook:

Click the “Contacts” button (located at the bottom left side of the screen under the calendar
button), Click the “More Items” button in the drop down box, and click the “Contact Group”

option.

1 Home Send / Receive Folder View McAfee E-mail Scan @ e
| [[imn Tilonore \ ¥ 5L Meeting (23 Personal g To Manager ELI \m H Find a Contact
Jj rﬁl %= Clean Up - x —& = _"J@ - & Team E-mail & Done L Y e Q ) om ? [ Address Book
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g
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Click the “New Contact Group” button.
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Click the “Add Members” button. Find the member’s in the address book, double click their
name. To add the next person, go back up to the search field and type the next name. When
finished, click OK.
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Click the Save & Close

button.
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Create a new email, type the name of the group and it should automatically appear in the “To”
area. If you would like this to be sent out as a BCC email just copy and paste it (or type the
group name) into the BCC.
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Cateqgorizing the Calendar Items and Setting Reminders:

Adding, categorizing, setting reminders, and “show as” options.

Click the day that you would like to add a calendar item, click the “New Items” button and
choose an option from the drop down list (for this example we are choosing the appointment

option).
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Type the name of the appointment in the subject (i.e. Doctor Appointment) and choose a
location. Enter the date and time, type any important reminder information in the white space

under the date and time section.
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Click the categorize button and choose the category. If you would like to create a new category,
click the all categories option in the drop down list.
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In the “Color Categories” dialog box you can highlight one of the fields and rename it, change
the color, or delete it. This will help color code your calendar for meetings, doctor

appointments, and

vacations.
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Once you choose the category, the color will appear in the section above the subject/name of the
event/appointment.
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Click the drop box in the “Show As” section, choose whether you will be Free, Tentative, Busy,
or Out of the Office.
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The default reminder setting is 15 minutes — this is an alarm that will go off to remind you of
your appointment/meeting/event. Click the drop down list next to the reminder; you can change

the reminder time from 15 minutes to 2 weeks out. This is also where you can change the sound
of the reminder.
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